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Staff vacancy identified:
Advertisement placed (internal / external)
· Website
· Job Boards
· Recruitment Agencies
· Local / National Press



Telephone / email enquiries, direct applicant to careers section of website to make application 
Call candidate to book interview & confirm attendance.

Send out interview invites via ATS system incl. directions to Head Office & requested documentation to bring.

Formal Interview held at Head Office. 

Application form received.
Senior Management, Head Teacher and Recruitment Manager shortlist applications. 

Decision to shortlist for interview based on application form regarding: Qualifications & Experience, Personal Statement as relevant to the post.

Formal Interview:  Presentation regarding ‘My Choice’, Statement of Purpose & School Prospectus given to candidate.  Verbal interview for RSWs includes problem solving scenarios.  Any gaps in employment history are identified and discussed at this stage.  Written task for Deputy Managers and Manager roles. 
[bookmark: _Hlk50622280][bookmark: _Hlk50622281][bookmark: _Hlk50622283][bookmark: _Hlk50622284]2nd Interview:  Visit the home/school with Care Manager and Head Teacher, if teaching post.  Supervised contact with Young People & Staff Team. (Teaching staff is a 3-stage process which includes formal interview, visit to the school and 3rd stage practical teaching exercise)
YES continue
NO decline
Unanimous decision by interviewers to
YES - continue
Candidate presents required documentation at Head Office:-
· If on DBS update service this is checked online having seen the original enhanced DBS, candidate signs GDPR permission form
· ID documents witnessed & copied by DBS signatory (Alex Hyland, Director)
· Child barring list check completed
· Online checks completed
· Qualifications/training certificates/diplomas seen & copied.


The applicant will access an email (with Guidance & DBS Code of Practice) after their first interview, if successful, to access and complete an online application via the uCheck HR DBS system.
All staff need to be registered to the DBS update service and therefore, ask the candidate to sign a DBS status check permission form on the day of their first interview.
Feedback from Care Manager/Head Teacher to Recruitment Manager, discuss candidate’s suitability for the post. 
NO - decline


Permission sought for references to be obtained, if not already given on application form.
YES Offer letter.  Subject to:
· Satisfactory DBS
· Overseas Check (where applicable) 
· References (verbal & written)
References & any records clarifying gaps in employment history returned to Recruitment Manager.
Receive DBS disclosure from candidate (DBS only send one copy to candidate).  DBS witness form to be completed by the Recruitment Manager or Senior Management. 
Minimum 3 reference requests sent out; one being most recent/current employer.  Also, those positions involving work with young people/children or vulnerable adults.
DBS Signatory and Recruitment Manager to discuss:  
Any disclosures on DBS or any issues mentioned in references as to whether to employ (include Head of Education for teaching posts).
Decision to offer or decline based on Candidates performance in:- 
· Interviews
· Skills
· Experience & Qualifications
· Suitability 
· Staff & Young People feedback from 2nd interview for RSWs
· Young People feedback from 2nd interviews for teachers

YES 
-Offer letter
NO- decline
NO decline
YES continue
Following offer of employment, candidate will attend a 1-day induction at Head Office, at offer stage references are requested for care roles (teaching posts references are requested before interview), all childcare related employers contacted, overseas check applied for. New starter onboarding forms sent via email, with offer of employment sent via DocuSign. 
Recruitment Manager creates staff file on People HR & single centralised record.  Once all checks are received the contract of employment and supporting documents is sent to the new starter including ID card
Once all documentation received & completed copy staff file to Care Manager/Head Teacher at Home/School prior to start date. DBS details form signed by Recruitment Manager confirming sight of original DBS disclosure.  

DBS details kept on People HR (PHR) and at Head Office.  
Add new starter to Payroll system.  Create rota with new starter in designated pattern.
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